DEPARTMENTAL POLICY IMPLEMENTING AMENDMENT 90

Thefollowing Departmental policy supplementsthe Federal Travel Regulation (FTR) where
additional policy or guidanceisrequired:

301-51.1

301-51.2

PART 301-51 - PAYING TRAVEL EXPENSES
What isthe required method of payment for official travel expenses?

For dl officia travel performed after February 29, 2000, you are required to use the
Government contractor-issued travel charge card for al officia travel expenses unless
you have an exemption. In the Department of Commerce, we currently use the
Citibank VisaCard. Y ou may, but are not required to use your individualy-billed
travel charge card to purchase your common carrier trangportation. Use of acentraly-
billed travel account qualifies as a required method of payment for the purchase of
common carrier trangportation.

What official travel expenses and/or classes of employees are exempt from the
mandatory use of the Gover nment contractor-issued travel charge card?

In addition to the expenses and classes of employees exempted in the FTR from the
mandatory use of the travel charge card, the Department exempts the following:

@ Infrequent travelers - those employees that only travel once ayear. If you are
expected to travel two or more times a year, you are required to obtain the
travel charge card;

(b) Employees whose travel charge card has been cancel ed because of
delinquency or use for non-officia purposes. If your card has been canceled
because of ddinquency or use for non-official purposes, you are expected to
fund your trip with persond funds. 'Y our common carrier trangportation will be
charged to the centrally-billed travel account or to a Government
Trangportation Request (GTR) through the Travel Management Center.
However, you will not be authorized to receive atravel advance; and

(© I ntermittent, seasond, or temporary employees who have limited gppointments.
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Employees whose cards have been logt, stolen or damaged and they have
not yet received replacement cards;

Individuals identified as Foreign Service Nationds (FSNS);

Commercid Service Officers assgned to locations outside of the Continental
United States,

Use of thetravel charge card in countries where credit card fraud is
widespread; e.g., former Soviet Union and Eastern Europe; and

Employees who have a disability that would ether limit or prevent them from
using the card.

Who in my agency hasthe authority to grant exemptions from the mandatory
use of the Gover nment contractor-issued travel charge card?

The head of your bureau or operating unit will send any requests for exemptionsto the
Chief Financid Officer and Assgtant Secretary for Adminigtration.

How may | pay for official travel expensesif | receive an exemption from use
of the Gover nment contractor-issued travel charge card?

If you receive an exemption from the use of the Government contractor-issued travel
charge card, you may use one or acombination of the following methods of payment:

@

(b)

(©
(d)

Persond funds, including cash or persond charge card (except for the purchase
of common carrier transportation);

Travel advances, except if your card has been canceled because of ddinquency
or use for non-officia purposes,

Centrdly-billed travel accounts to pay for common carrier transportation; or

Government Transportation Request (GTR).
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What are the consequences of using the Gover nment contractor-issued travel
charge card for non-official travel purposes?

Y our supervisor will contact your bureau’ s'operating unit’s servicing personnd office
for adetermination of the gppropriate disciplinary action if you use your card for non-
officid purposes or are delinquent in making payments to the travel charge card
contractor. Such pendtieswill differ depending on the circumstances, but can include
written reprimand or sugpension to remova from your job.
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PART 301-52 - CLAIMING REIMBURSEMENT

Within how many calendar days after | submit a proper travel claim must my
agency reimbur se my allowable expenses?

Y our bureau finance/payment office must reimburse you within 30 cdendar days after
you submit a proper travel voucher to your approving officid. It isyour responsbility
to ensure that the voucher is proper. A proper travel voucher is one that contains your
sgnature and the date that you sign the voucher, a copy of your travel order, receipts
for lodging, common carrier trangportation, renta car, and for any other expense
exceeding $75, and requests post gpprova for expenses that were not origindly
authorized on the travel order. 'Y our bureau will implement procedures to track
submission of travel daims.

Within how many calendar days after | submit atravel claim must my agency
notify me of any error that would prevent payment within 30 calendar days
after submisson?

Y our gpproving officia or finance/payment office must notify you within seven days
after you have submitted your travel clam of any error that would prevent payment
within 30 caendar days after submission, and you must be provided with the reason(s)
why your clam is not proper. The 30-day period stops when the voucher is returned
to you and begins again when you have resubmitted the corrected voucher to your
goproving officd.

Will | receive alate payment feeif my agency failsto reimburse me within 30
calendar daysafter | submit a proper travel voucher?

Yes, you will receive the late fee in addition to the amount due to you. The late fee may
be paid separately from your reimbursement.

Will any late payment fees| receive bereported aswageson a Form W-2?

No, you will not receive aForm W-2. However, in accordance with IRS guidelines,
your finance/payment office will issue you a Form-1099, Miscellaneous Income-
Interest, by January 31 of the year following the caendar year in which payments were
made.
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Isthe additional fee, which isequal to any late payment charge that the card
contractor would have been ableto chargehad | not paid the bill, considered
income?

Yes, thisfee is considered income and would be reported on a Form W-2. However,
Departmental employees are not charged late fees by the travel charge card contractor
(currently Citibank) until the account becomes 120 caendar days ddinquent and has
been canceled. If your account falls into this category, you are responsible for the
payment of late fees. The Department is not liable for the payment of any late feesin
these Stuations unless there are extenuating circumstances that prevented the
reimbursement of your claim within 30 days after you submitted a proper travel clam to
your gpproving officid. You are required to submit your travel claim within 5 working
days after you complete your trip, or every 30 daysif you are in a continuous travel
gatus.
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PART 301-54 - COLLECTION OF UNDISPUTED DELINQUENT AMOUNTSOWED TO
THE CONTRACTOR ISSUING THE INDIVIDUALLY BILLED TRAVEL CHARGE

CARD

301-54.1 Is my agency allowed to collect undisputed delinquent amountsthat | oweto a
Government travel charge card contractor?

Y es, upon written request from the travel charge card contractor (currently Citibank),
the Department will collect from your disposable pay any undisputed ddinquent
amounts that you owe to the travel charge card contractor. The Department must
follow the due process requirements contained in paragraph 301-54.100 of the FTR
before any deductions can be made.
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PART 301-70 - INTERNAL POLICY AND PROCEDURE REQUIREMENTS

301-70.700

301-70.701

301-70.702

301-70.704

Must our employees use a Gover nment contractor-issued travel charge card
for official travel expenses?

Yes, al Department employees who perform officid travel after February 29, 2000,
must use the Government contractor-issued travel charge card (currently Citibank Visa)
for dl officid travel expenses, unless the expenses or class of employees have been
exempted.

Who hasthe authority to grant exemptionsto mandatory use of Gover nment
contractor-issued travel charge card for official travel?

Bureau heads or heads of operating units shal forward al requests for exemptions to
the Chief Financia Officer and Assstant Secretary for Adminigration.

Must we notify the Administrator of General Serviceswhen we grant an
exemption?

The Chief Financid Officer and Assstant Secretary for Adminigration will notify the
Adminigrator of Genera Services of any exemptions that have been granted in the
Department.

What expenses and/or classes of employees are exempt from the mandatory
use of the Gover nment contractor-issued travel charge card?

In addition to the expenses and classes of employees exempted in the FTR from the
mandatory use of the travel charge card, the Department exempts the following:

@ Infrequent travelers - those employeesthat only travel once ayear. If the
employee is expected to travel two or more times a year, they are required to
obtain the travel charge card,

(b) Employees whose travel charge card has been cancel ed because of
delinquency or use for non-officia purposes. If the employee's card has been
canceled because of delinquency or non-officid use, they are expected to fund
their trip with persond funds. Their common carrier trangportation will be
charged to the centrally-billed travel account or to a Government
Trangportation Request (GTR) through the Travel Management Center.
However, they will not be authorized to receive atravel advance; and
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(© Intermittent, seasona, or temporary employees who have limited gppointments.

Bureau heads and heads of operating units should send any requests for additiona
exemptions to the Director, Office of Executive Budgeting and Assistance
Management, for congderation no later than March 31, 2000.

What methods of payment for official travel expenses may we authorize when
an exemption from use of the Gover nment contractor -issued travel chargecard
isgranted?

Y ou may authorize employees who have been granted an exemption from the use of the
travel charge card one or acombination of the following methods of payment:

@ Persond funds, including cash or a persond charge card (except for the
purchase of common carrier transportation);

(b) Travel advances, except those employees whose travel charge card has been
canceled because of ddinquency or use for non-officia purposes,

(© Centrdly-billed travel accountsto pay for common carrier trangportation; or
(d) Government Transportation Request (GTR).

What are the consequences of using the Gover nment contractor -issued travel
charge card for non-official travel purposes?

Department Administrative Order 202-751, Appendix B, contains useful guidance on
selecting a pendty appropriate to the offense. Offenses that may apply include “ Use of
or alowing the use of Government funds, property, personnel, or other resources for
unauthorized purposes,” and “Fallure to pay ajud financia obligation in a proper and
timely manner.” The pendties that apply to these offenses are:

. Firg Offense: Written reprimand to removal.
. Second Offense: 5 days suspension to remova.
. Subsequent Offense: 30 days suspension to removal.

Y ou should contact your bureau’' s servicing personnd office for a determination of the
appropriate disciplinary action to be taken when an employee usesthe travel charge
card for non-officid purposes or is ddinquent in making payments to the travel charge
card contractor.
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By Mar ch 31, 2000, please provide the Director, Office of Executive Budgeting and
Assistance Management, information on the appropriate disciplinary action your bureau
will take with employees who use their card for non-officid purposes or are delinquent
in making paymentsto the travel charge card contractor.
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PART 301-71 - AGENCY TRAVEL ACCOUNTABILITY REQUIREMENTS

301-71.204

301-71.208

Within how many calendar days after the submission of a proper travel claim
must we reimbur se the employee’ s allowable expenses?

It isthe employee s responsibility to submit a proper travel voucher. The gpproving
officid should review and send the voucher to the finance/payment office as quickly as
possible. Y our finance/payment office must remburse the employee within 30
caendar days after the employee submits a proper travel claim to the approving officia.
Y our bureau must implement a satisfactory recordkeeping system to track submission
of travel clams. For example, the voucher could be slamped with the date the
goproving officid recelvesit from the employee for approvd, or a document log can be
maintained to record the date the voucher is received by the gpproving officid.

In the interim, until final procedures can be implemented in your bureau, for al travel
performed after February 29, 2000, you should default to the date the employee Signs
the voucher as the date the gpproving officid receivesit and begin to caculate the 30
calendar-day period from that date. Fina recordkeeping procedures to track the date
the gpproving officid receives the clam must be in place for travel performed after
April 30, 2000, or upon the issuance of bureau implementing procedures, whichever
occursfirg.

Within how many calendar days after submission of thetrave claim must we
notify the employee of any errorsin the claim?

The employee must be notified within seven caendar days after the travel voucher is
submitted to the gpproving officid if there are any errorsin the clam that would prevent
the payment bring made within 30 cdendar days. When the voucher is returned to the
employee for corrections, the 30-day period stops. The employee must make the
corrections and resubmit the clam to the gpproving officia. The 30-day period starts
over again with the resubmisson. However, if the voucher is not returned to the
employee within seven days for corrections, the additiona time beyond seven daysisa
pendty to the finance/payment office. For example, if the voucher is not returned to the
employee until ten days after submission, upon resubmission the bureau only has 27
daysto pay the clam.
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301-71.209 Must we pay a late payment feeif wefail to reimbur se the employee within 30
calendar days after receipt of a proper voucher?

Y es, alate payment fee, in addition to the amount due the employee, must be paid.
The fee may be paid separately from the reimbursement, and a separate object class
code should be used to record the fee.

301-71.212  Should wereport late payment fees as wages on a Form W-27?

No, IRS has determined that the late payment fee isin the nature of interest and not
income. However, in accordance with IRS guiddines, you must issue the employee a
Form-1099, Miscedllaneous Income-Interest, by January 31 of the year following the
caendar year in which the payments were made.

301-71.213 Isthe additional fee, which isthe equivalent to any late payment char ge that
the card contractor would have been ableto charge had the employee not paid
he bill, consider ed income?

Yes, thisfee is considered income and would be reported on a Form W-2. However,
Department employees are not charged late fees by the travel charge card contractor
(Citibank) until the account becomes 120 caendar days delinquent and has been
canceed. The Department is not ligble for the payment of any late feesin these
Stuations unless there are extenuating circumstances that prevented the reimbursement
of the employee’' s clam within 30 days after a proper travel clam was submitted to the
goproving officid. The employee must have followed the timeframe requirements for
the submission of travel vouchers; i.e., within 5 working days after the completion of the
trip, or every 30 daysif they arein a continuous travel status.
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PART 301-76 - COLLECTION OF UNDISPUTED DELINQUENT AMOUNTSOWED TO
THE CONTRACTOR ISSUING THE INDIVIDUALLY BILLED TRAVEL CHARGE

CARD

301-76.1

301-76.100

301-76.101

May we collect undisputed ddinquent amountsthat an employee (including
member s of the uniformed services) owesto a Government travel charge card
contractor?

Y es, upon written request from the travel charge card contractor, you can collect
undisputed amounts owed to them from the delinquent employee’ s disposable pay.

Y our bureau or operating unit personnd office must establish policies and procedures
for the garnishment of wages for requests received from the travel charge card
contractor after April 30, 2000, or upon the issuance of bureau implementing
procedures, whichever occursfirst. The personne office will notify the Nationa
Finance Center (NFC) to make appropriate deductions. The NFC will promptly
forward al amounts deducted to the travel charge card contractor.

Arethereany due process requirementswith which we must comply before
collecting undisputed ddlinquent amounts on behalf of the charge card
contractor?

Y es, your bureau must follow the due process requirements outlined in paragraph 301-
76.100 of the FTR.

Who isresponsiblefor ensuring that all due process and legal requirements
have been met?

Y our bureau or operating unit is respongble for ensuring that al due process and lega
requirements have been met before any undisputed delinquent amount has been
deducted from an employee' s sdlary.



